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Information 

Note for Adding an External User
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Please note, in order to add an external user (consultant) to view/work on the application, you must send an email to 

alecia.l.craighead@tn.gov requesting access. 

You must include the following information in your email: 

- Application Number (for the application you want to share)

- External user’s name

- External user’s email address

To remove access to an external user, an email must be sent to the email above stating you would like to remove the external user (please 

include the information listed above).

mailto:alecia.l.craighead@tn.gov


In
st

ru
ct

io
n

s 

4

C
er

ti
fi

ca
te

 o
f 

N
ee

d 1. From the Dashboard, click New Application.
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d 2. Click the Application Type drop-down menu to select the type 

of application to begin.

3. Click Apply.

• This flow will focus on the Certificate of Need application type.  

The Relocation Exemption application will be detailed in the next 

section.

•
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d 4. Complete all required information. • All fields marked with an * are required.
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d 5. Click on the drop-down arrow under the simultaneous review 

question.

6. Select Yes, if there is simultaneous review. 

• If an application has been submitted for the same service, service area, 

location, or facility, you must select yes to simultaneous review. 

• Once you select yes and click Save and Next, the application will be 

updated. This will mean you will have till the 16th to the end of the month 

to complete your application. 
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8.  Answer the questions that follow. 

9. Click Upload File.

If you select No, to any of the additional questions, you will enter 

an explanation to why it is marked as No.
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d 11. Select an image or more and click open. You can enter a document one at a time or add all of them 

together by selecting the files before uploading. 
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d 12. Click Save once you are done. You can click on upload files to add more files. 
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d 13. Complete all required information.

14. Click Save & Next.

• All fields marked with an * are required.
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16. Click Save & Next.
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d 17) Check the attestation box.

18) Click Submit.

• Your name and date will be auto-populated in the gray fields.
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d 19. To return to the dashboard, click Back To Home. • You can download your application file by clicking the Download 

button.
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d • Your application will appear under the Applications Under Review tile.
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Information 

Note for Adding an External User
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Please note, in order to add an external user (consultant) to view/work on the application, you must send an email to 

alecia.l.craighead@tn.gov requesting access. 

You must include the following information in your email: 

- Application Number (for the application you want to share)

- External user’s name

- External user’s email address

To remove access to an external user, an email must be sent to the email above stating you would like to remove the external user (please 

include the information listed above).

mailto:alecia.l.craighead@tn.gov
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d 2. Click the Application Type drop-down menu to select the type 

of application to begin.

3. Click Apply.

• This flow will focus on the Relocation Exemption application type.  

The Certificate of Need application was detailed in the previous 

section.
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n 4. Complete all required information. • All fields marked with an * are required.
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n 5. Complete all required information.

6. Click Save & Next.

• All fields marked with an * are required.
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8. Click Submit.

• Your name and date will be auto-populated in the gray fields.
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n 9. To return to the dashboard, click Back To Home. • You can download your application file by clicking the Download 

button.
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This concludes the Quick Reference Guide for Letters of Intent


